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Goal of this training…. 

• Demonstrate how employee enters time on a 
time sheet 

• Demonstrate how employee views a paycheck 

• Demonstrate how supervisor approves 
payable time 

• Familiarize staff to PeopleSoft 

• Explain what a Job Aid resource is 



    Test your knowledge: 
 
1.) How many staff in State HR 
enter time and correct time entry 
errors to make sure staff get paid? 
 
 
 



Role of supervisors during 
transition from PTA Web to PS… 
 
To be the “go to” person when 
your staff has time entry questions. 
 



Why are we here? 
December 14, 2015  

Change from PTA Web to 
PeopleSoft Time and Labor 

 
 
 
 



FAQ’s 

• Can we use default time when entering time?  NO 
• Can we enter future time worked? On same day? YES. 

Future days? NO. 
• Can we request and enter future leave? YES?  
• Will the system work on a MAC? YES 
• Will our leave, sabbatical info carry over? By January 

14th, 2016 leave balances and 2015 carryover and 
sabbatical balances will be available in self-service. 

• How will I view my W2?  Federal law requires employers 
to deliver W2s by Feb 1.  These should be viewable and 
printable in PTAweb. 

• Will my direct deposit info carry over? It should. Please 
check this information under e-pay to assure its 
accuracy. 



FAQ’s 
• Will the new Time and Labor system work on a hand-held device? Yes, but 

it is not enabled for mobile use so the site won’t adjust to fit to your 
phone’s screen size. 

 
• If someone works a 56 hour work week, does an employee have to 

manually enter over time?  
1.) If non-exempt: the system automatically calculates premium OT based 
on a 40 hour week (or in Fire Crash Rescue employees case 106 in a bi-
weekly period). 
2.) If exempt: and eligible to receive pay for all hours worked they will 
need to manually enter a Time Reporting Code on the time sheet drop 
down so they will be paid over their FTE. 

 
• Will future leave that I’ve already entered into PTA web transfer over to PS? No, the 

employee will need to enter their future leave in PS once they have access to the 
system. 



FAQ’s 
Will hours for LTE’s be displayed in People Soft? Yes, LTE’s will 
have a timesheet in PS where they will record their hours and it 
will be submitted to their supervisor for approval. LTE’s should still 
separately track their hours until we know how PS records these. 
 
Will holidays automatically load or will the employee have to 
enter this under the absence tab? Holidays will not automatically 
load. The employee will need to enter leave time under Absence 
Tab on the time sheet in order to be paid for these holiday hours. 
All employees must record their Saturday Legal holidays as they 
use the. 
 
A new employee usually gets a paper check for their first check, 
will this still occur? Yes 
 
 



FAQ’s 
PTA Web’s availability of “historical” data: 
• Pay period 26, the last biweekly payroll, will be posted in 

PTAweb on Monday, December 21 as normal. 
• PTAweb will remain available for time entry through the normal 

deadlines up to 12/16/15. 
• Employee time entry must be submitted by 12/14/15 
• Supervisors must approve time by 12/15/15 

• After payroll processing begins on 12/16/15, PTAweb will 
remain available but with certain functionality disabled. PTAweb 
will be viewable by all employees for retrieval of employee 
paycheck stubs/statements for all of 2015 and back to 2008. The 
2015 W2 will be added and stored along with 2013 and 2014 
which are currently available. PTAweb will remain available in 
this capacity for viewing until the system is officially turned off 

and the historical data moved to a separate viewable repository. 



FAQ’s 
PTAweb will show all leave balances and used leave time 
through December 12, 2015.  
 
However, remaining leave balances will not load or be 
accessible in STAR until December 17. Employees can 
continue to use approved leave, but just won’t be able to 
enter it into their timesheet in ESS until the balances 
load. 
 
Beginning on December 14th, most employees will begin 
entering time and leave into STAR through Employee 
Self-Service (ESS).   
 



Main resource to help you learn PS 
“Time and Labor Modules” 

 
Job Aids = 

 



Job Aids =  Mini manuals on how to 
perform certain actions in different 

PeopleSoft Modules 

 

All employees will receive the Job Aid called:  
Employee Self-service Time and Labor: Punch Time 
Reporting. This is what you need to complete your new time 
sheet in PeopleSoft 



Job Aids will be e-mailed to supervisors/employees. 
They will also be placed on the DMA website. 
 
A video taping of this presentation will also be 
available on the DMA website. 
 
 

First Steps…. 
If you have trouble accessing the PeopleSoft URL site 
contact: dmahelpdesk@wi.gov right away so that the 
necessary IT staff can make the needed changes.  

mailto:dmahelpdesk@wi.gov


Let’s see how to enter time on a 
time sheet 



First, log into PS URL…. 
https://ess.wi.gov   

To access the PS Time and Labor Module, employees and/or supervisors will need 
an IAM account. 

https://ess.wi.gov/
https://ess.wi.gov/
https://ess.wi.gov/


DO NOT use the Internet navigator 
buttons to move through the modules! 

This is what most employee’s People Soft 
main page should look like. 



This series of steps shows another 
way to get to the time sheet. 



This is your bread crumb trail that shows you 
where you are in the program. 



Employees can view time 
by the day or the week 
only. Use drop down to 
pick the date you want to 
enter time and then click 
the “green” refresh arrows. 



Here’s what view by the 
day looks like. 



You can use the calendar 
and then the green 
“refresh” arrows to select 
a different view date 



Time can be entered in a variety of 
ways: Military, regular time, 
periods, colons, semi-colons, etc. 

Once you’ve entered all your time, 
click submit. 

Always chose First in and Last 
out. 



Look, all my time is 
now “fixed” 

Future time/default times can never 
be entered. 



You have submitted your 
hours successfully. 



By scrolling down, you can see your hours  and absence hours. 



I clicked the + sign 
because I needed to 
add a row since I 
had more than one 
time when I wasn’t 
working on Tuesday 

Did you have more than one 
break in a day? 



Look PS recognized 
and noted my 
overtime. Now, the 
supervisor needs to 
approve this. Comp 
time defaults to pay 
out as cash in your 
check. 

Overtime hours calculated 
automatically for this 
employee because she 
went over her 40 hours 


